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APPLICATION FOR RECORDS DISFOSITION STANDARD

INSTRUCTIONS: Prepare in duplicate and forward to the Il’-'tecords Management Analyst, Management Slstms 6ivision

3. Dept , Division, Sulxlivision & Administering Office Addrass Fon neconos MANAGEMENT DIVISION USE
J 3 N I; awod Application No. = Date Completed
Department of Finance - 3 £3 - TR
e 3 . AN
Division of Risk Management (Claims) JAN 7 1932 2" 2"‘ JA 2 5 1982
Browns Mill Road 1. Application _ 2. Dept. Appiication No.
‘Atlanta, Georgia . '
4. Person to Contact 5. Working Title . ' 6. Telephone Number
-~ Ira Horton Claims Clerk : 7673654
7. 'A'c—tTat-\_ﬁequesled ’
a. [ Ectabtish Retention Schedule: record Will continue to accumulate.
b, [J Dispose of present accumuiation; no further accumulation anticipated.
c. O Amend Application No. : Check One: (] Change; [J Supercede; O Void
é. Dates of Series 9. Records Series Title [followed by title used in office; if different)
Earliest . Latest )
1973 | Present Claimant Index Card Files
|10. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Division of Risk Management provides small contractor insurance and bondin
1nsured contractors; and monitors MARTA's TSD construction safety program.

The Claims Branch of Risk Management is responsible for processing claims and
lawsuits arising out of accidents involving the Authority. The Branch pays
claims settled out of court and processes workmen's compensation claims and
collects funds due the Authority because of accidents where the Authority is
not at fault.

assistance; provides full range of insurance services to MARTA, PB/T, and all™}

11. Recort! Series Description This file contains the following documams {include form numbm and titlgs, if any}:
Attach samples of the file.

Documemis refating to:  Claimants who have filed lawsuits against the Authority as a
result of involvement in an accident on MARTA property or

“involving a MARTA vehicle.
Included are: . )

Index cards containing ¢laimant data. (Sample attached)

File is srranged: Numerically, by claimant file number.

12. Monthiy Reference Rate How often are records referred to which are: perioadically Cr ncead

Onetosixmonthsold . :Seventotwefvemonthsold . ; Thirteen to twenty-four months old

twenty-five months and older ?

13. Annuat Fla'te"-nt Accumulation of Records

Leftersize drawers . .. Legalsizedrawers ____ __ ;Shelves .: Other (specify)
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YES | NO | 14. CQuestionnaire {Place an “X"‘ in the proper column) 7 ) A
a. Is this the official copy bf the series? ;
3( : H not, where is it? ) ] ! X a
b. Does tha series contain confidential information requiring security handiing? If yes, cite law orreguiation,
X . ) ' ' | '
) X _ c. Is this a vital record? ) T ’ - T - ) ]

Do s spenms have tustorical o lewuty Levemy reseinch vadue?

i W one o Iwa docitmeiiis i Blae Tede ke Hooecevany 1o heep the ontee Dile bon o tog pestaend, couded 1these iwitmnents he

X ~ scheduled separately? PP
X f. s the information contained in this series ever published? If yes, attach copv
g. Is the information cmumeﬁw;;: this series ever lﬂllv!ld and/or rucordod in a summarized report?
X If yes, attach copy.
' h. Is there a duplication of this series in your offics, or in another office or agency?
X If yes, where?
X i. s this series (or @ major (pm‘on of it} regularly microfilmed?
X ji. Does the record series result in a computer printout?
15. Retention Requirements The following requires the series to be kept:
a. State Law years. d. Audit period —_— . Yeurs.
b. Statute of limitation 6 — years, e. Administrative need _ —— _years.

¢. Federal faw years. © ° i Fodoral retention imstructions ' years.

Attach copy or excert of laws or regulations. Explain administrative need. .

16. Approved Dispasition Instructions This agency recommends that the hle series ba cui off ar :he end of aach

NCalendal Year; [ Fiscal Year; () Other I . esm—— . then,

T8 Hold in the current filas area __ __ month{s) / year{s); then
O Transter to local hoiding area: hold ____~ - _ year(s); then

B Transfer to scords Center; hoid year(s); then

B_ Destroy. .

o] Transfer to State Archives fGr permanent retention.

O Other (Specify)

TAAM 5 priviovas

s

These instructions apply to all prior and future accumulations ol the senps

(indicate brielly rationale Tor recommendations dhoveior wiite addoronal 1emarks) -

17.. APPROVALS

Date

/2/28/8 /

‘Data/

“

YASSFA

Approved Deparimant F_Io::ards Managarnen_t ficer
y/4 _ P
Approved Diéion Hoad/Dnign§ -

l ppfoved Dénrtmcnt of Archives Jﬁnd History Cats
@; ; Xtep ll /;44;/ (-2 -2

fapproves™ MARTA Managemnent Advisory Commitiss Cate




